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Debbie Hamble
Phone: (405) 743-6881
Email: debbie.hamble@careertech.ok.gov

Jordan Duck
Phone: (405) 743-5556
Email: jordan.duck@-careertech.ok.gov

Contact & Support Information

Denise Bethke
Phone: (405) 743-5431
Email: denise.bethke@careertech.ok.gov

Steve Robison
Phone: (405) 743-5523
Email: steve.robison@careertech.ok.gov

IMPORTANT: For questions about specific FLA requirements or what content you need to input
or attach with your worksheet, contact your ODCTE FLA Contact.

If you have questions about submitting
information in CTIMS, please contact CTIMS
Support at CTIMSSupport@careertech.ok.gov,
or contact:

Mika Hickman
Administrative Assistant
Office: (405) 743-5124

Email: Mika.Hickman@careertech.ok.gov

Rebecca Thacker

Technical Support Specialist

Office: (405) 743-5134

Email: Rebecca.Thacker@careertech.ok.gov

Dennis Griffith

Performance Data/Analysis Coordinator
Office: (405) 743-6882

Email: dennis.griffith@careertech.ok.gov

Andra Beyer

Data Quality Coordinator

Office: (405) 743-5403

Email: Andra.Beyer@careertech.ok.gov

Carol Hall

Manager, Information Management Division
Office: (405) 743-5125

Email: Carol.Hall@careertech.ok.gov
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Approval Process Overview

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the navigation or software,
contact CTIMSSupport@careertech.ok.gov. Send a message describing your problem. Include
your school name and your telephone number and we will contact you. Someone is always
monitoring that inbox and will return your email swiftly.

If you have forgotten your password, click the Forgot your password? link to reset.

For helpful tips, see the CTIMS Helpful Hints section of this document.

IMPORTANT: Please log into CTIMS using the latest version of Microsoft Edge e, Google

Chrome G, or Mozilla Firefox e CTIMS is currently not compatible with other browsers.


mailto:CTIMSSupport@careertech.ok.gov

FLA Role

Approval Process Overview

Worksheet Approval Stage (Stage 1)

Process

FLA Local Initiative
Coordinator

FLA Local Finance
Coordinator

FLA Local

Superintendent/President

FLA State Initiative
Coordinator

FLA State Initiative
Supervisor

ODCTE Contract
Reviewer

FLA Role

Creates, completes, saves, and submits the requests.
1%t approval. Reviews and approves/rejects requests.
2" approval. Reviews and approves/rejects requests.
3" approval. Reviews and approves/rejects requests.
4th approval. Reviews and approves/rejects requests.

Final approval. Reviews and approves/rejects requests.

Agreement Approval Stage (Stage 2)

Process

FLA Local Finance
Coordinator

FLA State Initiative
Coordinator

FLA State Supervisor

1%t approval. Initiates, completes, and submits the requests.
2" approval. Reviews and approves/rejects requests.

Final approval. Reviews and approves/rejects requests.



FLA Role

Approval Process Overview

Invoice Approval Stage (Stage 3)

Process

FLA Local Finance
Coordinator

FLA State Initiative
Coordinator

FLA State Initiative
Supervisor

ODCTE Finance
Document Coordinator

ODCTE Finance
Reviewer

1% approval. Initiates, completes, and submits the invoice.
2" approval. Reviews and approves/rejects invoice.
3" approval. Reviews and approves/rejects invoice.
4™ approval. Reviews and approves/rejects invoice.

Final approval. Reviews and approves/rejects invoice.



Help & Troubleshooting — Logging in to CTIMS

Logging into CTIMS

Sign in using your school email and CTIMS password at
https://ctims.okcareertech.org/CTBDSWeb

Sign in to your CareerTech CTIMS account.

Email:

'\
"“h OKLAHOMA Password:
’ e CareerTech '
v 4 ‘L v CTIMS gz mseme [JRemember me?

Forgot your password?|

Or,

Go to http://www.okcareertech.org/ and select the CTIMS tab.

L

- % OKLAHOMA

P & careerTech Search jo’
AN

About Students Educators Business & Industry Media Center Interactive Data CTIMS Mare

T



https://ctims.okcareertech.org/CTBDSWeb
http://www.okcareertech.org/

Logging in to CTIMS

TIMS website, select the green CTIMS Login button.

CTIMS (CareerTech Information
Management System)

CTIMS Login and Assistance
* Microsoft Edge , Mozilla Firefox n or Google Chrome are currently

the only browsers compatible with CTIMS.

« Setting up your CTIMS Account

» For help with CTIMS, contact the Information Management Division via email:
CTIMSSupport@careertech.ok.gov

» Support available Monday through Thursday 7:00 - 5:00 and Fridays 7:00 - 4:00
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Worksheet Process

The following roles represent the stages required in CTIMS for the submission of a New
Worksheet (Application).

Stage 1 - FLA Local Initiative Coordinator — Creates, completes, saves and submits new
worksheet.

Stage 2 - FLA Local Finance Coordinator — 1% Approval. Reviews and
approves or rejects worksheet. If approved, goes to next stage. If rejected, goes
back to stage 1

N4

Stage 3 - FLA Local Superintendent/CEO — 2" Approval. Reviews and
approves or rejects worksheet. If approved, goes to State approval stage.
If rejected, goes back to stage 1.

2%

Stage 4 - State Initiative Coordinator - 3" Approval. ODCTE
state staff reveiws and approves or rejects worksheet. If approved,
goes to final approval stage. If rejected, goes back to stage 1.

2

Stage 5 - State Initiative Spervisor — 4" Approval.
ODCTE State Supervisor approves or rjects the worksheet.
If approved goes to the final approval stage.

N4

Stage 6 — ODCTE Contract Reviewer— Final
Approval. After the worksheet is approved through
Stage 6, the Agreement Process begins with the
FLA Local Finance Coordinator.

11



Worksheet Process

Local Coordinator
Starting a New Worksheet

Verify that you are signed in with the role of FLA Local Initiative Coordinator. In the top
right corner. Use the drop-down arrow to select this role.

FLA- Local Inifafive Coordmator v I

Name Okdahoma Department of Career and Technology Educaion
Short Name OK DEPT CAREER TECH

Organizafion Code 601000000

careervech

)

e Click the arrow * next to Grants on left navigation.

FLA- Local Inifafive Coordnater v I

amecveeh
CTIMS:

ogement

Okdahoma Department of Career and Technology Educaion
(K DEPT CAREER TECH

601000000

T
FLA- Local Infiaive Coordinator v |

» {l Grant Process A
Name Okiahoma Department of Career and Technology Educafion

Short Kame: OK DEPT CAREER TECH

e Click the arrow *» next to FLA Process on left navigation.

FLA- Local Inifaiive Coommaior v

Okdahom: Depariment of Career and Technology Education

OK DEPT CAREER TECH

60000000
—

12



Worksheet Process

o Select FLA New Worksheet/Agreement Flow on the left navigation.

U |1

n Bt e
FLA-Local lnifizive Coardinator v |

Dashboard

tant Process
Okdahoma Depariment of Career and Technology Education
4 [JLFLA Process
] FLA New Viarksheet | Agreement Flow Shart Na 0K DEFT CAREER TECH

(o] FLA Manag kSheetsiAgrecmentsin Organizhh Code 601000000

lanization Type ODCTE District

Organizafion Stalus Aciive

13



Worksheet Process

FLA Grant Submit Worksheet - Step 1

Complete the FLA Grant Submit Worksheet — Step 1 form. The tagged numbers on the
screen shot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials. Verify that all the information is correct
for your school.

NOTE: The red asterisks* on the form represents a required field.

1. Select an Organization Type, such as Comprehensive School District, Technology
Center District, College District or College name.

2. Select an Organization. Type the first three letters of your school or organization name
and select it from the drop-down menu.

3. Select an Organization District if it does not automatically appear, or if you need to
select a different Organization District.

4. Select a Program Initiative from the dropdown menu. The Worksheet No. automatically
displays after selecting the Program Initiative.

5. Verify that Client Type is Business Masters.

6. Select an Organization by typing in the first three letters of the organization name. This
name should be the same as #2. The Business Code is associated with the Organization
and automatically displays after an Organization is selected.

7. After verifying that all information is correct, click the Save & Next button.

e g |

careervech

T e Sy
C"m\[mdlmﬂmngamm FLA- Local Initigfive Coardinator A

Dastooard LA Manage Grent WorkSheeis/AgreamentsimniosFolow-ip X FLA New Worksheat | Agresment Flow X

4 |{ Grants

4|} Giant Process
4 [LFLAPrcess FLA Grant Submit Workshee! - Step 1

B L e Warkshest ] Agres ¥ Save & Ned
[a] FLA Manage Grant WarkShee

Fistal Calendar Year* 200200 | Grant Fund Type= LA

Organizaion Type-* 1 = College Disict y | Organizafon* 2 = Enterthe first rea characters of any word hat s incuded in your organiz v

Organizafion Distict* 3 - Program Infiafve: 4 - _Selert-

Worksheat No-*

(Client Basic Informatian For work Sheet

Organization Type* Busness Masters y Cllent Type* 5- 8usniess Masters  Company)

Organization* 6 L v Business Code*

7 -

14



Worksheet Process

FLA Grant Submit Worksheet - Step 2 — Funding Request Details

e Expand the Funding Request Details form by clicking on the plus (+) sign next to
Funding Request Details.

e Complete each section of the form. This process contains several sections, so you must
scroll down to access and complete all the sections.
NOTE: You must put something in each box that has a red asterisk (*). There are some
small required check boxes you must check to certify the information. There are links to
other resources that will help you complete the form, as well as links to required
templates and forms for you to download, complete and attach.

TIP: You can cut and paste from another document to fill in the boxes.

FLA- Local Initiative Coordinator

Dashboard FLA New Worksheet / Agreement Flow X

FLA Grant Submit Worksheet - Step 2

= Provider Organization Details

Basic Client Inform:

&

4+ Attachments

= Funding Request Details

arl Perkins Application:
Please fill out all questions based off of your school's plan for the FY17 fiscal year.

SECTION 1: FFATA INFORMANTION COLLECTION REQUIREMENTS.
Enter your Data Universal Numbering System number*

| certify that the DUNS number listed above is correct and active for my school or organization.”
Enter your Fiscal Agent's extended mailing zip code™

| certify that the Zip+4 listed above is correct and active for my school or organization *

Please provide your Oklahoma Federal Congressional District Number:*

| certify that as the fiscal agent receiving funding that all required information is updated and active within the System for Award Management (SAM)
(www.sam.gov).”

In your organization's preceding completed fiscal year, did your organization receive (1) 80% or more of your annual gross revenues in U.S. federal
contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and (2) $25,000,000 or more in annual gross revenues from U.S.
fagara . s oL

5| Worksheet Summary || (@ Save & Next

IMPORTANT:

e You must finish the Funding Request Details section and click Save and Next for any
of the information to be saved.

e If you cannot finish all fields, you can put a placeholder character in the fields (all
required fields must have something in them), and click Save and Next.

e When you return to edit these fields, use the FLA Manage Grant
Worksheet/Agreement to go into your worksheet or budget to update. Do not use the
FLA New Worksheet/Agreement Flow option, as this will start a whole new worksheet.

15



Worksheet Process

FLA Grant Submit Worksheet - Step 4 — Budget Line Items

e Expand the Budget Line Items section by clicking on the plus (+) sign next to Budget
Line Items.

Attachments

+ Acknowledgements

= Provider Organization Details
Fiscal Calendar Year
Organization Type*

Organization Distnct™

Worksneet No*

+Grant Allocation

4 Budget Line ltems

rocess % FLA Man: wup X FLANew Worksheet / Agreement Flow X Grant W

& Worksheet Summary |  One Step Back | @ Save as Dral | @ Save & Coniinue

| Grant Funa Type FLA

| Program Inftiative:

Carl Perkins High School Secondary - 421 v

WS-1617-FLA-FLA-CPHSS-421-601016050-9DTEE406C625

&l Worksheet Summary | = One Step Back @ Save as Draft | @ Save & Continue

e On the Budget Line Items screen, you click the Add Budget Line, Remove Budget
Line, or Cancel Budget Line Changes.

Nogk~owhE

To add a Budget Line Item:

Type a Budget Line Desc (Budget Line Description).
Complete Req. Units (Required Units).

Complete Req. Unit Cost (Required Unit Cost).
Complete Req Unit Type (Required Unit Type).

Click Add Budget Line to add more budget lines and repeat steps 1-4.
Type a Note in the space below the line-item budget area if desired.
Add supporting or required attachments by clicking on the +Attachments tab.

s0.00

s0.00

+ Attachments.

+ Acknowledgements

K @Savess

Draft @ Save & Continue |

16



Worksheet Process

8. You can Save as Draft at this point and it will save all the information on the
Funding Request Details form and the Budget Line Items without submitting
for approval. This will let you stop the process and resume at a later time. You
can make any changes you need to the Funding Request Details or the Budget
Line Items before you submit by selecting the line and making the changes.

FLA Grant Submit Worksheet - Step 2 — Attachments

e After completing the Funding Request Details form expand the Attachments section by
clicking on the plus (+) sign next to Attachments.

e To attach the required documents, click the Browse button and find the document on
your computer.

e Click Upload & Save File.

= Attachments

Browse:

/Bmwse. Upload &h
o Q ’ /

) Aclivenacive fle(s) | @ Deletefle(s)  Dounload all fles

FLA Grant Submit Worksheet — Step 3 — Acknowledgements

e After completing the Attachments section, when the worksheet is ready for submission,
expand the Acknowledgements section by clicking on the plus (+) sign next to
Acknowledgements.

e Check each of the acknowledgement boxes, then add an Acknowledgement Note.

e Click Submit for Approval at the top or bottom of the screen.

Dashboard | FLA New Worksheet | Agreement Flow X

FLA Grant Submit Worksheet - Step 3

Provider Crganization Detais (Refresh | [ Worksneet Summary | [ Worksheet Gontract || 4 One StepBack | (9 Save as Drsft | ) Submit For Approval

Basic Clentinfomaton
ProjectDetals
Budge Line s

B a
A Note- - 4

(yRefesh | [ WorkshestSummary | [} Workshest Contioct | 4 One SepBack | ) SavessDish () Subit ForAoprrel

17




Worksheet Process

e The worksheet will go to the FLA Local Finance Coordinator approval stage.

FLA Local Finance Coordinator

Accessing the Worksheet

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

M. okLaHOMA .
)‘ft CareerTech [,
] >
. [ sen ]

Forgot your password?

© 2013 - Use the Microsoft Inernet Explorer Version 11 or higher. CTIMS is currently nof compatible with other brovrsers.

IMPORTANT: Please log into CTIMS using Mozilla Firefox H, Google Chrome E or the

latest version of Microsoft Edge e browsers.

e Verify that you are signed in with the role of FLA Local Finance Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

g

Ottty i w

Shart ham: (K DEFT CAREER TECH

s s

18


https://ctims.okcareertech.org/CTBDSWeb/

Worksheet Process

e Click the arrow ' » next to Grants on left navigation.

Osham Departmentf ireer and eshinoogy Edection
OKDEFT CAREERTECH

000

e Click the arrow * next to Grants Process on left navigation.

Zreervech
CIMS =~

Oahosa Degametof arsr and Teaclgy Eursion
OHIEPT LIGEER TELH

[0

ODCTE Deriz

cureer vech
CIMS===~

ks Dt o Caer nd Techgy Esin
OK DEFT CAREER TECH
000

OOCTE Diskict

e Select Manage Grant Worksheet/Agreements/Invoice/Follow-up on the left
navigation.

careervech

OhEhuma Degarmetof Caee nd esvnogy Edesion

5 FLAManage Grant MorkShee. 0K DEPT CAREER TECH

ZRAR 5 0
] OOCTE Dt

19



Worksheet Process

FLA Grant Fund Worksheets List

Complete the FLA Grant Fund Worksheet List form. The tagged numbers on the screen
shot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials. Verify that all the information is correct
for your school.

NOTE: The red asterisks* on the form represents a required field.

1. Verify the Fiscal Calendar Year.

2. Verify the Grant Fund Type.

3. Select an Organization Type from the drop-down menu if it does not automatically
appear.

4. Select an Organization from the dropdown menu. Type the first three letters of your
school or organization name and select it from the drop-down menu.

5. Select the Organization District. Type the first three letters of your district name and
select it from the drop-down menu.

6. Select the Program Initiative from the drop-down menu.

7. After verifying that all information is correct, click the Search button.

Dashboard LA Nznage Grant WorkSheets Agresments inioice/Followeup X
FLA Grant Fund Worksheels List
1 - el w2 ' 2 - GwtpniTpe 4 v
3 ~ Organizafion Type? Collge Distit v 4 = Orgarization® Enfethe frs hre characters of amp word tha s incled n your orgarizaion nzme ¥
5 Organizaton Distict 6 Program nifafie ~Sekect- v
Approval Funclion Type:*) Al v
Fiter on Stafuz * Al v Qoach . 7
¥ Saechanges | @ Camelchanges (R Evpotto Bl

e From the list, choose the worksheet to approve. Click on the Worksheet Number in the
Worksheet column.

Dastboard | FLAManage Grant WarkSheets/Agresments/nviceFolowap

FLA Grant Fund Worksheets List

Fizcal Calendar Year? 20162020 v Grant Fund Type:*| FLA

Organizsion Type: | Tech Ceres Distits v Orgarization? | Sample Technology Center
Organization Distit? | Sample Technology Center v Program nifative: | Car Peskins Tech Certars That Work-420

Agprovsl Functon Type:*| Al

Fillron Sizus: | A1 v [0 seamn |
 Saue changes | () Cancel changes || [f) Exportto Exeel
Sut

Agreement Approve Curent
Stage Woksheet Approved Stz

» ¥ Sample Technclogy Cer  sample Technology Cer.. Thissiage s approving for Canira... NG4Z018 10... WS-1820FLAFLAGRTCTWAZ16K1 1745103 o 120000

20



Worksheet Process

FLA Grant Submit Worksheet — Step 2
e Onthe FLA Grant Submit Worksheet — Step 2 screen, click Next Step.

Dashboard LA Manage Grant WorkSheets/Agreements/inoicelFolowup | WS-1020-FLAFLA-GRTCTIWAZ0-16X11 1745-C1032EFDBBBA - Fuly Approved Stage. X

FLA Grant Submit Worksheet - Step 2

Provide Organzation Deals

Basic Clantinomaton
Funding Request Detis

‘Welcome to the Carl Perkins Technology Centers that Work Supplemental Grant Application. Please follow all direcfions to complete the applicafion process; submission of a grant application is not a guarantee of funding.

‘The Oklahoma Depariment of CareerTech commits to jointly pursue with licant for funding the of for all students. To reach this goal, i below and accept it as the basis for working fogether toward the common purpose to fully
implement the Okiahoma Technology Centers that Work Network Goals. This agreementis renewed annually and both parties agree to the following ftems.

DEMONSTRATION SITE AGREES TO:

esh || [ Workshest Summary || [ Worksheet Contract || M NextStep v

v

e On the FLA Grant Submit Worksheet - Step 3 screen, review the budget line items, then
click Submit for Approval on the top or bottom of the screen.

Deshbosrd  FLAManage _— LA CPTCS 422 uly Approved Stage

FLA Grant Submit Worksheet - Step
Provider Orgarization Detais ) Refresh || [ Werkshest Summary || [ Worksheet Coriract || 4 One SiepBack | )
Basic Clent nformation

Froject Detais

Budget Line Hams .

Sub Award Alozatien Workshest Busgeted Agrement Budgeted Fully Approved Invoiced Agresment Unbusgeted = (Alseated - Agrmt. Budgetes) Remaining o Inuoice
12223200 s148.07080 18212078 14802077 s11122 320001

+ AddBudgeiLine || X Remave Budget Line || Sance! Budget Line Changes

Req,Uits Req. Ui Gost : Req Toal | St
o T 12in 15-4mp Dual Bevel 10 5599.00 Gt Per Esch s509.00 359800 Actve N
ce: T2 2000 10 320000 Gt Per £sch 20000 520000 fctve
€PE 423 Ag7in x 12 n. Wt Cuting Band Sam BSTI2N 10 924600 Cost Par Exch 126500 124500 rcivn
(678 423 - Ag -5 Auto Dathaning Cisssic Sass, Bk Milar Wiling Hoo. 50 SO8.00 Cost Par Exch su0500 $405.00 Acive
PePS - 423-BITE -G Sute Mansgament Lsence 2n 528,00 Gost Par Eacn sss0%0 355000 Acive
PePS - 423-BITE-NAC Laptop 10 130000 Cost PerEzcn 3130000 3130000 active
NTC 423 - GUID - CF Satary (32.0% Faseral) 10 1052081 Gost Per Ezcn S0 31052031 dctve
TG 423 - GUID - GFC Benefs (33.6% Fadera) 10 38708.16 Cost Per Ezen 718 3.708.15 ctive
NTC - 423 - Sissor Rackuith it 10 $96.480.16 Cost Per Ezch sz 52648018 hctve
NTC - 423 - Sissor Rack scoeseories Abgrenet System i, ght 10 52035025 Cost Per Exch 2055025 32055025 hcive
NPS - 523 - A5 - Dl Chrometocks 10 53022 Gost Per Esch saa 3431453 Acive
NPS -423 - 45 - Troxel Whdaboard 10 5225000 Cost Per Ezcn 223000 3225000 scive
5P 423 ENG- V5 Starer Burcle 10 5260800 Cost Per E30n 1070700 310.707.00 fctve Y
$1ag07350 $1a207350
e

V.

Atachments

Acknowtedgements

e The Worksheet will go to the FLA Local Superintendent for approval.

O Refish | [ Worsheet Summary E\‘mmnnﬂm’ 4 One St Back | | © Save 22 Drat || @ St For A

N
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Worksheet Process

FLA Local Superintendent/President

e Follow the instructions for FLA Local Finance Coordinator to approve the FLA
Worksheet.
e The Worksheet will go to the FLA State Initiative Coordinator for approval.

FLA State Initiative Coordinator

e Follow the instructions for FLA Local Finance Coordinator to approve the FLA
Worksheet.

e The Worksheet will go to the FLA State FLA State Initiative Supervisor for approval.

FLA State Initiative Supervisor

e Follow the instructions for FLA Local Finance Coordinator to approve the FLA
Worksheet.

e The Worksheet will go to the FLA State ODCTE Contract Reviewer for approval.

ODCTE Contract Reviewer

e This is the final approval stage for the FLA Worksheet.
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Agreement Process

The following roles represent the stages required in CTIMS for the submission of an Agreement.

Stage 1 - FLA Local Finance Coordinator — Creates, completes, saves and submits agreement.

O

Stage 2 ~FLA State Initiative Coordinator— 1% Approval. Reviews and
approves or rejects agreement. If approved, goes to next stage. If rejected, goes
back to stage 1

"%

Stage 3 - FLA State Supervisor — 2" Approval. Reviews and approves
or rejects agreement. If approved, goes to State approval stage. If
rejected, goes back to stage 1.
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Agreement Process

FLA Local Finance Coordinator

Accessing the Agreement

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

A&, okLAHOMA e
b ﬂt‘ CareerTech C emenberme?
‘ w
o

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Mozilla Firefox , Google Chrome m or the
latest version of Microsoft Edge e browsers.

e Verify that you are signed in with the role of FLA Local Finance Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

Pl Firance Coordinay ¥

e Ot ettt v w

Shart ham: (K DEFT CAREER TECH

s s

e Click the arrow ' » next to Grants on left navigation.

Ok st o Ty Eon

OKDEFT CAREERTECH

B0
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Agreement Process

e Click the arrow » next to Grants Process on left navigation.

Ofiatoss Dsainent o Caresr nd Tecwclogy Suzzion
ONIEFT CAREER TELH

[0

ODCTE Dt

e Click the arrow * next to FLA Process on left navigation

careervech

s Dt o G nd Tehogy Esin
OHDEPT LREER TECH

0000000

ODCTE Distict

e Select Manage Grant Worksheet/Agreements/Invoice/Follow-up on the left
navigation.

careervech

b Deparinant o Career s Ty Ecafon
K DEPT CAREER TECH
0K

00CTE Disrict

A

e Onthe FLA Grant Fund Worksheet List screen, choose the Organization Type,
Organization (type in the first 3 letters of your organization), and the Program
Initiative.

e Then, click Search.

Dashtoard | FLA Wanage Grant WorkSheets Agresments/mioicFolowap X

FLA Grant Fund Workshegts List
Fiscal Calendar Year® 2018:2000 ¥ Grant Fund Type? FLA ¥
Organizaon Type: Tech Cente Dt ¥ Orgenizaion Mesian Tashnology Cener v
Organizafon Distit* Neriian Techmlogy Center ¥ Propam ifafive Cal Pering Tech Center Secondary ConsodiumCooperstie Local Applicaion - £23 ¥

Approval Function Type:* A1 ¥
Pl o3 * Al v [ga |
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Agreement Process

e Inthe Agreement column, click New to create the new agreement.

Dasrocard | FLANanage Gran WerkStestgresmensivaiceFolowp. X

FLA Grant Fund Warkshests List

Fisgal Calendar Year? 2010-2020 v Grant Fund Type:t| FLA v
Organization Type:* Tech Center Disticts v Organization* Meriian Technology Center v
Organizaon District* Mesidian Technology Center v Program Iniiafive*  Carl Perking Tech Center Secondary ConsodiumiCooperaiive Local Appiicafion - 423 v
Hoproval Funcion Type:* A v

Fiberan St Al v [ Q searh

 Save changes | @ Gancelchanges | ) Expotto Excel

Agreement
BP Subfward
Workhest Approved Stus AreementAppoed Ses Prooess Aloeation

Worcheet Approval Curent Aezest Approval Curent
5 fr.

Aci Provides Name. Client Name: Agresment

09201000 Fuly Approvzd §1822200

v ¥ |MeianTechnoogyCenter  MERIDIAN TECH CENTERUDIST... Thisstage s apprvig o Conta... 0S0BZ01Q 15... IS-TEEDFLAFLACRTCS . st Supefiyor - Fully Approved... Fuly Approved

FLA Grant Agreement

For each budget line item, enter the OCAS code. OCAS codes are in the following format:
Program-Function-Object Code (e.g. 330-1000-100). For a list of codes and descriptions, go to
https://www.okcareertech.org/about/state-agency/divisions/imd/ctims/OCASCodesforBI1S.xIsx.

e On each budget line item, enter the OCAS coding. In each field under the OCAS code
column, begin typing the code, then select from the drop-down.

Dashboard  FLA Manage Grant WorkSheets/Aqresmensnvoioe/Follow-up X | WSAG-1020-FLAFLA-CPTOS-423-16X111745-8DC2TTFCCEBS - Fuly Approved Stage X

FLA Grant Agreement
Provider Organizain Detais ) Refresh || (8 B4 Detal Report | (2 Agreement Summary |+ Savesss Dt | @) Submit For Approval v
Basio Clent nformation v
Projec Detats .
Sub Avard Alocation Viorkhest Busgated Agreement Butgetza Fuly Agprovsd Invocad Agresment Unbudgeted = (Alocated - Agmt. Budgsted) Remaining to Invoice
15223200 $148078.00 1212078 s1488207T7 stz 5320001

BudgetLine(s) | Budget Line Detal Iformaton

(0GAS COD Budget Line 22 = Approved
Uni Gost Req, Uni Type: o Dest Req.Urit Type il Te Mlocated  Avlfolvoice  Invoios Amt

50227

g
&

biec - Program Agreement Lindesc

OPS-425-Ag-DEW T 12:n 15-Amp Du... 1 A
CPS - 425 Ag - DEWALINZ-12in. xB0 i 1 $198.00 Cost Par Each 519900, $188.00 Actve 319900 30,00 19000 3|
1000800332 OPS - 425~ Ag -7 x 121 Meta| Cutting 1 $1.418.00 GostPer E3ch 3141800 5141900 Actue. 5141200 5000 5141200 3|
1000800532 (OPS - 425 - Ag -5 Auto-Darfilning Clasic. 5 $88.50 Cost Per Each 44250, 344250 Actve 3a250 3000 PrLY 3
Mansgzmert... 2 525,00 CostPer Each 585000, $550.00 Actve 355000 0.0 55000 v
1 $1,100.00 Cost Per Each 31,1000 $1,100.00 Acive $1,10000 30.00 §1,10000 )
1 31952081 CostPerEacn s1952081 51852051 Acte 51852081 5000 51852081 s
- GUID - CFC Benefis (38.0% F... 1 $6.768.16 Cost Per Each 70815 $8788.15 Acive 870815 0.0 5074815 3
MTG - 423 - Geissor Rack with L it 1 33151857 CostPerEacn 53151857 53151657 Actie 53151657 5000 53151657 El
MITO - 423 - Sfssor Rack acosssories Al 1 32885021 CostPer Each 2885021 285021 Actve $2885021 000 s288521 3
1000800332 MPS - 423 - AG- Dell Ghromebooks " 536222 Cost Per Each 3431452 5431453 Acive 431453 50.00 5431453 v
< >
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Agreement Process

o After entering OCAS codes for each line item, click Save as Draft.
e Add a note in the notes field if necessary.

Dashboard LA Manage Grant WorkSheets/Aqresmenslnvoios/Follow-up X | WSAG-1020-FLAFLA-CPTOS423-16X111745-8DC2T7FCCEBS - Fuly Approved Stage X

FLA Grant Agreement

Provider Organizafion Defais

D) Agresment Summary | + Ssve3s Dt | @) Submi For Agp

Basic Clent Informaton
Project Defals

Budgat Line Hems

Sub Award Alozatien Warkshezt Busgatzd Agresment Budgeted Fuly Approved Inviced ‘Agreement Unbudgeted = (Allocated - Agrmt. Budgeted)
s1322200 514807900 515212078 514882077 st

BudgetLine(s) | Budget Line Detal Iformaton

+ Add Budget Line | X Remove Budget Line | (9 Cancel Budget Line Changes

Eudget Line(0CAS CODE) Sheet  Work pproved I
Funofion - Object - Program Agreament Line Deso. Uni Cost Req, Uni Type:

Budget Line Wk ’ 4
Dese RoqUnitType  Req Unis  Req UnitCost  Req Total o Wi lwoics  Invoica Amt. Pending A

ApprowTotal  Status

1000800332 (OPS - 425 - Ag- DEWALT 12:n 15-Amp Du. OPS-423-Ag... Exch $509.00, 50227

0 e pccens

P

CFutesh | () BADwt Rapon | [ AgremenSumary | + v s

[y —— ke Buspases agpsaman susges Futy Agprow inusoss Agramar Ustuspeen  eatnd - AQe Butgetes Famanng o e
22200 saoms g sz ax0n

— T ———— o — L —
. v o remmi | mmprens e | 1
. e | A e v
- e — o ma—— e — -
- —_— e o -
— e e e —— 1
i T e —— e -
. P — || et e o
o e — e e
e S — O e — T
- "
manmen R n v nemn s
J

e

It T

. . PR |
p— .

f—
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Agreement Process

Click Acknowledgements and check the certify box(es).

FLA Grant Agreement

s | (84 OeilReput | [} AgesmentSaranary |+ Sove 23 0 | ) S oA v

B Summary ot (Ot | AT R || Y At Summary |+ S 2| ) St o Aol | @ Bt Afumer Prcess

Add an acknowledgment note, as this is required.

Then, click Submit for Approval.

careeriech

FLA Grant Agreement

CRash | [ BA Dol apors | [ Aguesment Suvmary |+ Save DR | @) e P Appona

The Agreement will go to the FLA State Initiative Coordinator for approval.
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Agreement Process

FLA State Initiative Coordinator

Accessing the Agreement

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

n—a“l OKLAHOM A Email:
"t‘ CareerTech Password:
‘ - M I Remember me?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Mozilla Firefox , Google Chrome E or the
latest version of Microsoft Edge e browsers.

e Verify that you are signed in with the role of FLA State Initiative Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

(Oaboma Degarment o Careerand Technobgy Edcaton
(0K [EFT CAREER TECH
00
Lo T

Click the arrow ' * next to Grants on left navigation.

Odsh Deatmes o Carer e Tehcogy Efion
OXDEFT CRER T

A

L
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Agreement Process

e Click the arrow * next to Grants Process on left navigation.

Okihara DeparmentofCares and Technsiogy Eéuzion
04 DEFT CAREER TECH
0w
QUCTE Diskit
e

e Click the arrow » next to FLA Process on left navigation.

careervech
CTIM -

(Ciatuma Degaramantof Carser and Technobgy Eceation
0K DEFT CAREER TECH
SO0

e Select Manage Grant Worksheet/Agreements/Invoice/Follow-up on the left
navigation.

careervech

CTIM:

Oksfhora Degarmet o Camer and Tty Edcaion
OKDEFT GAREER TECH

]

OLCTE Disit

Achie

Sehol Py
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Agreement Process

e Onthe FLA Grant Fund Worksheet List screen, choose the Organization Type,
Organization (type in the first 3 letters of your organization), and the Program
Initiative.

e Then, click Search.

Dasttoard | FLA Manage Grant WorkSheets AgresmentsimvieFolowp X

FLA Grant Fund Workshests List

Fiszal Calendir fear® 20102000 v Grant Fund Type® FLA v

Organizafion Type* Tech Center Disricts ¥ Organzaton Wercian Tchnalagy Cerler v

Organzaton Dt Mesidan Tesnology Center v Program natve:* Carl Perkins Tech C arfumC

4
Aoproval Funeton Type:* A v
Fieron et * Al Ll ‘QSmh‘

e Inthe Agreement column, click the Agreement Number.

Dashboard | FLA Manage Grant WorkShests AgreementslnvoiceFollon-tp
FLA Grant Fund Workshests List
Fistal Calendar Year® 2010-2020 v Grant Fund Type* FLA v
Organization Type:* Tech Center Districts v Organizaton*  Meridian Technaiagy Center v
Onganiztion Distict | Mesiian Technalogy Center v pram laive* CarlPerins Tech

HoprovaFuncion Type:t AL
Fiteron Stz ® Al v ‘c\sm\

 Savechanges || @ Cancelchanges | ) Expot i Exel

Worshest Aqeenant
WorlsheetApgrovalCurert. Submision AyeamentApproal Curent Submission B SubAuard
ClntNime Shge Date Worisheet Agrament e Worlsheet Aproved Stats. Dt AgeementAgproedSrts Frocess Aloration

|

Adti- Provider Mame

'y ¥ Merifian Technolagy o 522800

MERIDIAN TECH ontrs.... 0500201 15:... | WE-1020-FLAFLA-CPT! IBX11745-TRACA... | WSAG-1020-FLAFLA-CPTCS423-16X111745-80C... State Supefgor - Fully Approved.. |Fully Approved O252019 08:...| Fully Approved

e Review the budget line items.
e Approve by clicking Submit for Approval.
e The agreement will go to the FLA State Supervisor approval stage.

NOTE: If the agreement needs to be rejected, click Reject and add a rejection note. The
agreement will go back to the FLA Local Finance Coordinator.
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Agreement Process

FLA State Initiative Supervisor

e Follow the instructions for FLA State Initiative Coordinator to approve the FLA
Agreement.
e This is the final approval stage for the FLA Agreement.
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Invoice Process
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Invoice Process

The following roles represent the stages required in CTIMS for the submission of a New
Worksheet (Application).

Stage 1 - FLA Local Finance Coordinator — Creates, completes, saves and submits new

invoice.
AU

Stage 2 - FLA State Initiative Coordinator — Reviews and approves or rejects
invoice. If approved, goes to next stage. If rejected, goes back to stage 1.

2%

Stage 3 - FLA State Initiative Supervisor — Reviews and approves or

rejects worksheet. If approved, goes to State approval stage. If rejected,
goes back to stage 1.

N4

Stage 4 - ODCTE Finance Document Coordinator - ODCTE
state staff reveiws and approves or rejects worksheet. If approved,
goes to final approval stage. If rejected, goes back to stage 1.

2

Stage 5 - ODCTE Finance Reviewer — ODCTE State
Supervisor approves or rjects the worksheet. If approved
goes to the final approval stage.
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Invoice Process

FLA Local Finance Coordinator

Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

A& okLAHOMA

v < CareerTech Password:
‘a v [ Remember me?

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Mozilla Firefox , Google Chrome E or the
latest version of Microsoft Edge e browsers.

e Verify that you are signed in with the role of FLA Local Finance Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

Pl Firance Coordinay ¥

e Otma et o Tsnig i w
Shot hame: 0K DEFT CAREER TECH
s i

e Click the arrow ' * next to Grants on left navigation.

(et
M

Oshoms Degarmentf Career and Teckinlogy Edestion
OKDEFT CAREERTECH

BRI0N
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Invoice Process

e Click the arrow » next to Grants Process on left navigation.

caveervech

o T

Ofiatoss Dsainent o Caresr nd Tecwclogy Suzzion
ONIEFT CAREER TELH

[0

ODCTE Dt

e Click the arrow * nextto FLA Process

aeervech

(o et o nd Ty i

O DEFT CAREER TECH

Aol

ODCTE Distict

e Select FLA Invoice Process on the left navigation.

careervech

L I T ——— ——
L i OKDEFT CARBER TECH

5 FLA Manzge Grant WorkStee ——y
[IS——
[

& FLA i Frocass

e Complete the requested information on the FLA Grant Fund Invoices List screen.

NOTE: The asterisks* represents a required field.
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Invoice Process

Verify Fiscal Calendar Year

Verify Grant Fund Type

Select the Organization Type from the drop down menu

Select your Organization by typing in the first three characters of the name
Verify the Organization District

Select a Program Initiative

Approval Function Type will remain as All

Filter on Status will remain as All

Click Search

1.
2.
3.
4.
5.
6.
7.
8.
9.

careervech

CIIMS ==

Dashiosrd  FLA Ivoce Frocess

[ Gt
. | A Grant Fund Invoices Lis
2 PG s 1 = Fooe G e 20800 v 2 = Gatrudp FlA
[ e P 3= iy g v Vi R —
5 = Organczion Dan® 6 == Frogam infiive* -Gelec-

Grant WorshestAgrementinoce Lt Maraze Grant Iz
[ ————
e
g = FEmias A v Qsamn T

Warshest

4 B Amnestdgosl  Agemen Apmal Submistn St
Frnpese Ageenent Simisin D S St Wiishes Dee WrigsdSeg  Wolsies S K

e Onthe FLA Grant Invoices List, select New Invoice to start the invoice process (not the
arrow).

NOTE: To see the status of an invoice that has already submitted, click the arrow.

108, ] 20, 2 L7 T P L AN LY,

aneriech

Dashiad  FLA lovoice Process X

Gt
J bt s = ;

e FLA Grant Fund Invoioes List
Ji FLA Progess.

FLA Mg G e Fura Laenta Ve 0152020 v Gt " FLA

[ o | DT T e D f gt Sample Organization
Ogmnizion Dtz | Sample District " Prgras e Car et Tesh CatrSeomcary CoenvumCocperie Loca Apfcsion - 23
Gt Wistestigeenantinnice Lt Mare G Invies
Approval Funcion Type:* Al
FilrnSas® A v Osanh

{8 Exportio Exel

Neurlmoke p fretigoel  Aeenent gl St
Frovdes e Lt hame et St S =S Whighest [k Wirkstest S Warkchest Szt Huzzion

Tssiges oyt il dpoes

WWSAG-IR0 FLAFLACRTCS-QHIEXHITIS0L... o VG FLARLACET... (5080010 16

St g -Fily... by opowd SN
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Invoice Process

Revising/Submitting the Invoice

e Onthe FLA Grant Submit Invoice — Step 1 screen, click Save & Next.

Dashwcard  FlAlmmcaProcess X | Newlnnee X

e
Eran FLA Grant Submit Invoio

pv——— . prer——"s .

P .

Orgasizatin Type | Teoh Caste Disvess -
e e e—— . Program iz Perkins Toch Cartr Sacondary ConsertumiCooperatve Local Appieston - 423
Wittt Mot VIS-TG20-FLA-FLA-CFTGS 423611745 TRACALBEESED
Agrosmont Ne:t VESAS- U2 FLAFLACFTCS-AZL- VK11 1745-S0CZTTFCCERR

w0 Mo | V-1220-FLA FLAGFTCS 23101 IT85-T4FDESECTIT
[ —
u  FoeaDea T
Grens | » St

On the FLA Grant Submit Invoice - Step 2 screen, check the box(es) next to the line
item you need to invoice.

Dashboard  FLAInwoice Process X | Newinvgiee X

[FLA Grant Submit Invoice —Siep 2
Proder Ongaizaion Detis CRefresh | (2 Imvcice Summary | 14 One Step Back | @ Saveas Drat |  Submit For Agoroval | v
Basic Cient nomston B
Project Details v
Grant Alosstion v
UnitCost ApprovTotal Al to s Totlncioed Werkchest BudgetLine Desc.
» O PS-42-AG-2HbwesSet 1000800332 1000-Suppe= 800 Suppies 33-nstucion 2m $1.260.38 Cest Per Each 5251878 5281878 501 s200 S2.1675 SPS - 423 AG-2 Hexhives Set
» O 1o00-a00-532 ol el 1 $1.50000 Cost Per Exch 15000 5150000 3150000 5000 50,00 IMpuise 63 Race System BAP
y O PE@imAPmVlU 1000000332 1000-Supplies G00- Suppies-332-nstructon 19 $1.70090 Cost Per Each 170000 1700.00 $170000 %000 $0.00 PP - 423 Phaniom ¢ Fro V2.0 8AP
$s71875 571076 a0 000 251675
[¢]
r— v
Pokronizdgements B
O Retesn || B veice Summary | One step Back | @ Saveas rat | @ Submit For Agproal
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Invoice Process

o If you need to make a change to the line item, click on the arrow next to the line to
expand the details and click the Edit button.

Dastboad  FLAImoiosFracess X | Newlnvoke X

Proidar Organizsion Detais
Basio Cllent oraton
Projact Detas

Grant Alccatin

Inveios Line herms

M
Agreement Line Des CAS De:

1000-800-322 1000-Supplies 500 Suppies-322-Instrcton

Eudget Lin

CAS CODE)
v Line Deso: Funcion- Otlect - Program.

-

AG-2HuHves St | 1000-800-332

[FLA Grant Submit Invoice - Step 2

Unit Cost

UnitGost

Rag, Ut Type.

5125038 Cost Per Eash

Req. UnitType.

3001 CostPer Eseh

(Refiesh | (3 lowoios Surmary |« OneStep Back | (@) SaveasDrsft | @) SubeitFor Approval v

Todl  ApprouToll  Auiolwoice
3251878 251278 5001
Tosl Tofal To Be Invooed Dte Of Expense:
5001 s001

CureniLine
Invoioed  Tolallovsioad  Werkshest Budget Line Desc.
5000 §2515.75 SPS - 423 - AG -2 Hox Hives Set N
‘Seral Number Losal Reference

e Once the changes have been made, click Update.

Grant Alction

4 & 5PS-423-AG-2 Hax Hivss Sel 1000-5upplies-600- Supples-332nstruction

Budget Line(0GAS CODE)
Functon - Object - Program

» O |5PS 422 NG -Impulse 63 Race Sy... 1000.300332 1000 Supples 300 Suppies-232 nstruction

© T lnme a1 croat st 4 s 0 an 272 0 ansion 20 momatine 222 et

Aachments

Acknowtedgement

100

Unt Gost

Req, Unit Type.

$1.299.38 Gost Per Each

Reg. Uni Type

$1,500.00 Gost Per Each

e Ao A Total e Worheet Budpt Line Des.
270 szt s s01 eI
LT — DateOf Exparse o Nt
s001
steo000 s10000 w100 FT) 3000 vk G3 R Sy B2 .
$571876 $571876 $3.20000 $0.01 $2.51876
Gretesn | D 1 one sep ik Ao
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Invoice Process

e After the changes have been made and the line items to invoice have been checked, click
the Save as Draft button at the top or bottom of the screen if you are not ready to submit
for approval. This will allow you to access the invoice at a later time to make additional
changes if necessary.

Dastboard LA Imoioe Prosess X | INV-1920-FLAFLA-GFTGS-423-10X1 11746-T4FD2EBGTIOT X

FLA Grant Submit Invoice - Step 2

Provcdar Orgarizaton Detais ) Reresh | (3 Iouoioe Summary | i One Step Back | (@) Saveas Diaft | ) Submit For Approval v

Bssic Cint Informtion

BudgetLine(0CAS
oo

Curent Line
Invoksd  Totallmoiced  Workshest Budget Line Dess.

To00-000-332 1000-Supplies-500-Supplies-£32 nstrstion 200 $1.200 38 Cost Per £3ch 3251870 8251878

000000332 1000-Supplies-500-Supplies- 232 nstrstion 100 $1.500.00 Cost Per Each 3150000 5150000 3150000 3000 000

» D1 PePS 423 -STEM -Phartom 4 Po V20 1000200332 1000-Supplie-500-Suppies-332rstrction 100 5470000 CostPerExch s170000 s170000 3170000 000 $0.00 PePS - 423 -Phariom 4 Po V20 B4

11878 571878 5220000 s 25876
<
re—
Ackronedgements
Greresn | B 4 One Step Bock Ao

\

e To add attachments, expand the Attachments section by clicking on the word
Attachment.

FLA Grant Submit Invoice - Step 2

Provider Organization Detsils. O Refresh Invoice Summary | W One Step Back | () Savess Dreht | &) Submit For Approval v

Besio Client Information -
Preject Detaiz -

Grant Asestion

Invoios Line ltams N

Tots  ApprovTotal AW to Invoice

200 $1.250.38 Cost Per Bach 5251378 5261870 s000 5001

1000-600-332 1000-Suppis

100 $1,500.00 Cost Per Each 5150000 $1.500.00 $1.500.00 5000

+ O] 5Ps423.-ENG- mpulseG3Re. 1000800332 1000-Supplies

» [0 PePS-423-STEM -Phantom 4... 1000-600-332 1000-Supplies-800-Supplies-332-Instruction 100 $1.700.00 Cast Per Each $1.700.00 $1.700.00 $1.700.00 $0.00 $0.00 PePS - 423 - Phantom 4 Pro V20...

<

3571876 $5.718.76 $3,200.00 $0.01 $2,518.76
Jra— v
Acknomisdgements v
G Refesh || [ tovoica Summary || M One Step Back || @ Save ss Drat || @ Submit For Approval
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Invoice Process

e Inthe Attachments section, click the Select Files button to find the files on your
compulter.

e When your file is selected, click the Upload and Save File button.

e Add an attachment note.

Dashbosrd  FLA Invoice Frocess X | INV-120-FLAFLA-CFTCS-423-16X111745.74FD2ESCTIDT X

FLA Grant Submit Invoice - Step 2

nnnnnnnnnnnnnnnnnnn O Refresh invoice Summary | W One Step Back | () Save asDraft | () Submit For Approvsl v

@ Actvernacive e (5) || @ Delete lecs) || Downlosd sl fles

) Reresh || B ovoice Summry || 4 One Siep Back || @ Save as Dratt | @ Submit For Agproval

NOTE: You can make attached files inactive/active, delete files, or download files by checking
the box next to the file name and using the corresponding buttons.

ORetesh Wi nvsice Summary | M Gne Step Back | @ Save ss Dret | @ Submit For Al

42



Invoice Process

Expand the Acknowledgement section by clicking on the word Acknowledgements.
Check the appropriate acknowledgement boxes, add the date, and a note in the note field.

ﬁ Line tems B
Atschments =
By checking i box, | oyt he bl of my knowleige ard belief tht the reportis ke, complete, and accurste, and the expendiures, ds " ; ihe Federal sward. | am aware tha any fass, btous,orFraudulent informatio, o e omission ofany matail
Fackmay subject . to iminl il [ scinisiraive pamaties fo e, i stterment, et claims orotharwiss. U.5. Cod T 15, Sacion 1001 and Tila 3, Saclons 3720-2730 snd 3801.3842 2 CFR 200.415(s) CFR 2045 ad )
reports  recip gy Genters and col sdscuste 1 cause the invoicefo be efectad)
1 have itsched LEGIBLE oopies gl required vendor nvoices i applcable
Reporting Perios: Date Range: DD To Mmoo -
oot orrembursement
B T U (nhertes size) -h v || Fomat v
.
O Refresn || 3 invice Summery || W One Step Back || @ Save as Dratt || @ Submit For Approvel
e Final Iy, click the Submit for Approval button.
Do Fklmoos Pocess X | VG FLAFLAGPTOS A28 TSX T1TAS TAFD2ER0TI0T 3
FLA Grant SubmilInvoice - Siep 2
Gretesn | '« One 5t Back yr—

Frouicer Organization Datais
Basio Clnt Information

Project Detats

Grant Aleation

Budget Lne(OCAS
picad  Workshest Budget Line Desc.
200 $1,298.38 Gast Per S26h 251870 251870 32.91870 SPS - 423-AG-2 HexHives Sei
315000 5130000 3150000 5000 3000 IMpuise G2 Race System BAP

000800332 1000-Supples-000- Suppies-332 nsiruton
31.900.00 Gost Per Each
5000 PePS - 423 - Fhantom 4 Fro V2.0 847

» SPS-423 - A3 - 2 Hex Hives Set
» [ SPS423--ENG-Impuise G3 Race Sy... 1000-600-332 11000-Supplies-600-Suppies-332-Instruction 100
100 31.700.00|Cost Per Each 3170000 5170000 3170000 5000

» O ePs-423-STEM-Phartom 4 Fro V20 1000000332 1000.3upplies 600 Suppies- 232 Instrstion

571878 571878 $3.20000

251276 |

Inwcioe Summary | One Step Back || (@ Save 2= Draft | @ SubmitFor Approval

pr—
© Refres ‘

——

e On the confirmation pop-up, click OK.

Grant Invoice

Successfully completed the current stage and going to next stage. Pﬁail...
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Invoice Process

FLA State Initiative Coordinator

There are two ways to access invoices to review and approve.

Accessing the Invoice — Option 1

This option allows you to access invoices for a specific organization type and specific
organization. (For example; technology center as the type of organization and technology center
district as organization).

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

-““‘ OKLAHOMA Emait
a f‘ CareerTech Password:
“l‘ [J Remember me?

© 2013 - Use the Microsoft Infemnet Explorer Version 11 or higher. CTIMS is currently nof compatible with other browisers.

IMPORTANT: Please log into CTIMS using Mozilla Firefox , Google Chrome E or the

latest version of Microsoft Edge Q browsers.

e Verify that you are signed in with the role of FLA State Initiative Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

020 806 AM | Hello e watkinsieareerih ok oud ; |

{

ATIOON LS
[iome
¥ |/ Repors
U e (ahone Degrinenf e ety Ecsion

Shor Name (K DEPT CAREER TECH
— —
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https://ctims.okcareertech.org/CTBDSWeb/

CTIMS Helpful Tips

e Click the arrow ' » next to Grants on left navigation.

Tuestay, June €, 220 1027 AM | Helo eni walkinsicareerch ok o J |

FLA-Gisée Inifiafive Coordinator L

("ﬂ_]pp;“.‘m.ln

Ckishoms Degertment of Cerees and Techncogy Edusation
CH DEFT CAREER TECH
S0000000
COCTE District

e Click the arrow * next to Grants Process on left navigation.

Can l?{’,'" Tuestay Ju &, 2020 1227 AM | Helo ke wabins eareetech ok oo &

FLA-Stsi InBsfie Cooringior 9

Ofaboms Dapariment of Careersnd Techneiogy Educben
OK DEFT CAREER TECH

80030000

OBCTE Disict

e Click the arrow | * next to FLA Process.

care @rtf_'('h Toesday, une 220 102 AM e e wekrsorestch ko &

4 [} 6rnis

b | Grent Fund Allocsion Okichama Departmeet of Career and Technalogy Educsfon

0K DEPT CAREER TECH
EOI000000

4 [ oront Process

b LA Prcess

v A
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CTIMS Helpful Tips

e Select FLA Invoice Process on the left navigation.

careervech i, S 0 ST TL2T A0 | ek e wtre{imr ek g g T |

‘Okishom Deperiment o Career and Technclogy Education
(DK DEFT CAREER TECH

0000000

‘ODCTE Distict

hcfve

School Primary

4053772000

e Complete the requested information on the FLA Grant Fund Invoices List screen.

NOTE: The asterisks* represents a required field.

Verify Fiscal Calendar Year

Verify Grant Fund Type

Select the Organization Type from the drop down menu

Select your Organization by typing in the first three characters of the name
Verify the Organization District

Select a Program Initiative

Approval Function Type will remain as All

Filter on Status will remain as All

CoNoR~ LN E

Click Search

DRI, A% 5, ZU23 10121 AM | HER) KET WEIINS I CEIREecn ok 30 )

FLA-Gisie Inififive Coordinsior

Dashbosnd | FLA Invoice Process )

FLA Giant Fund Invoices List

1 = Fical CalendarYesr® 210200 v 2 = GonifmdTyet FLA N
3= cowempe e et M 4= g e of sy o et qaizsion ame. v
5 = Orpenizslion Dikict* 6 = Fogenitatie? 3ok

Workshest

voice Sem 7

b [Rees Aggroee Fanchen Tpe:* Al

Grant WorshestAgreementiuie List  Manage Grant nviess

8=  rlemmusta v O et

R Exportto Exnel

BF Agpeemest ool Agrsment Aol
ClintName: Process Agreement Submisson Dete: Stge St Wosheet
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CTIMS Helpful Tips

e Click the Manage Grant Invoice tab.

careervech
CTIMS

+ Dot Dashboard | FLAImoiozProcess X
» ]} Grent Fund Alocsion

FLA Grant Fund Invoices List
4 [ Gt Procass

Fiscal C:

4 || FLkFrocess. 182020 Gemnt Fund Type:® FLA

A e Woksheet / Agreem

Orgarizsion Type: Colge Distict v Orgarzstion

LA Manege Grent WarkShee
Orgnizaion Distict™ Frogrem sz ~Sect- v

1 FLA Grant Adimin Worishestf am%mwm‘ joe Lt Meanage Grant Invsices

| FLA Grant Adimin lmoice Sem

» BRaas Hgprowl Fnchon T

Fiter on Sishis:*

Regotn s

\ New Invie Ageamet Approedl
Chint ame e

e From the list, click on the Invoice Number of the invoice you need to review and
approve.

Deshboard | FLAInvoice Process X

FLA Grant Fund Invoices List

Fiscal Calendsr Year:* | 2018-2020 v Grant Fund Type* FLA
Organization Type:* | Tech Genter Districts v Organization:* | Meridian Technology Canter
Organizstion District*  Meridian Technology Center v Program Inifistive:* Garl Perkins Tech Genter Secondary Gonsortium/Caoperstive Local Application - 423
Grant List o Invoices

 Save changes || (9 Cancel changes || [] Exportto Excel | () Refresh

(s

Lost4

Dt

B Paymer G

g | Perd 5o |G Chln Name Program Iriative vaice No.  Invoica Submiied On

» Ol ves Mo 0 Wendian Teshnobgy Center MERIDIAN TECH GENTER DISTRICT et Perking Tech Genter Second... | INV-1920-FLAFLACPTCS 423-16X111746-74FD2.. 7307 | OBI0BI2020 08:85:13 Local Finance Goorcinator ™
» Vves Mo [0 |Mendian Teohnoiogy Genter MERIDIAN TEGH GENTER DISTRIGT Gear Perkins Tech Genter Second._.|INV-1820-FLAFLAGPTGS W 11745-A032A . 4078 |01/132020 10:31:58 ODGTE Finance Revewer -
R ves Mo |0 |Mendian Teshnoiogy Center MERIDIAN TECH CENTER DISTRICT Car Parking Tech Centar Secand... | INV-1620-FLAFLACPTCS 4sSAFC2.. T0EC | 100102010 14:60:40 QDGTE Finense Reviewsr sen
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CTIMS Helpful Tips

Accessing the Invoice — Option 2

This option allows you to access invoices for all initiatives, all organization types and all
organizations. Or, choose to more specifically.

Verify that you are signed in with the role of FLA State Initiative Coordinator. In the
top right corner. Use the drop-down arrow to select this role.

I
{6 AM | Heloberivatinsfeaneieickond & 1

ArtinaieL
(aeery ;
¥ | JRenors ane Obighom Department of Carser and Teshnology Eduesin w

0K DEPT CAREER TECH

e Click the arrow ' » next to Grants on left navigation.

PRy ———y

careervech

CIIMeRE ===

Ckishoms Dageriment of Career and Techndogy Edueation
CH DEFT CAREER TECH

601000000
COCTE Disiict

Click the arrow ' » next to Grants Process on left navigation.

Toesday. jun=§, 2020107 A | Helo ke watinseareernch ok go 3 3]

FLA-S1ste Inifetve Coordingior b

Okishoms Darmen of Creerand Technology Eduesion
04 DEFT CAREER TECH

B0R0000

ODCTE Disict
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CTIMS Helpful Tips

e Click the arrow ' * next to FLA Process.

careervech

PLA-Stste nifisfive Coontinstor

4 Fosts Distiserd

Hame

ObhensDepsnetofCser s Techlgy sosion
firm
$ ortFmess Shorame (OKDEPT CAREER TECH
b LA Proces [ —r—— om0
) T
— Lmoniren Tore OOATE Jerid,

Select FLA Grant Admin Invoice Summary on the left navigation menu.

Dshbosrd | FLA Grant Adrin Invoice Suemary X

4 [ ot Process

FLA Admin Grant Fund Invoices List

4 [ Fa Process Fiscel Calendar Veer® 2012-2020 v Grant Fund Type* FLA M
] FLA Hew Worishest | Agreem Erogrem Iniigive [J* o v Orgunizaion Type: A1 e it v
4] FLA Mages -
Ouanzsion® Sesrch Orgarizations. Ou
B e Proess
™ Menage Grent Inioices.
f - Agerousl Functon Type:* Al

Fiteron Stetus:* Al

1) Export o Exeal

iorkshest

= Submissin
Provider Hame |

Winksheel  Worksheel

Deie Workshest Sisge: Bupeted  Req. Budgeted
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CTIMS Helpful Tips

e Complete the requested information on the FLA Grant Fund Invoices List screen.

NOTE: The asterisks* represents a required field.

Verify Fiscal Calendar Year

Verify Grant Fund Type

Select the Program Initiative from the drop down menu, or check the box for All.
Select your Organization Type from the drop down menu, or check the box for All.
Select the Organization by typing the first three letters of the name, or check the box for
All.

Click the Manage Grant Invoices tab.

TR wN e

o

Cmﬂ)}‘;e(.ll Toesdsy, e, 220 1234 PM | Hells ke wetin Gorescoh ok go &

Mmogeredt FLA-Stste Inifisive Coordinsior

Dashbosrd | FLA GrantAdi Imcice Sammary X

4 [iomms

b et Fnd Alcsfon

4 [ GuntF

1= oo Casniervess ez v 2= P Tpe LA v
3 = engm e D g B L S S T — R
5= Onizsion?| Sesrch Ou

dmin Worishzet | Grent WorshestAgreementinveioe List ~ Manage Grant nvoices = 6

] st i i

b [iRepots

pprovs Foncion Type* 21 v
FileronSshis* Al v O Sesch
[ Exportio Excel

o Vinizhet
! Submissicr ‘Submssion Workhest Workhest Agrecmer

Froidsr eme Igeament Ageameri Stage Wishest Dele Visisheet Stage Bupeled Roq Buipeled Buy

e Use the scroll bar at the bottom of the results to scroll over.
e Inthe Current Stage column, click on the filter icon and filter for your approval role.

Dashboard | FLA Grant Admin Invoice Summsry X

FLA Admin Grant Fund Invoices List

Fisosl Galendar Year?| 2018-2020 v Grant Fund Type*| FLA

Program Initistive: MAIY _coies Organization Type: Flall +

Organization: enizations. Ba

Grant List | Manage

 Save changes || ( Cancal changes || [¥) Exportto Excal || (Refrash

Invoice

Last4

= . -
= . .
S— - e

R e R e
High Schools That Work (State) -...  INV-1020-FLA-FLA-CPHS-5-479-55/004050-077088... A20D  04/19/2020 20:31:07 MNew-Draft Gentains . NA WS-1920-FLA-FLA-CPHS-S-478-5¢
Garl Perkins Tech Genler Second... INV-1620-FLA-FLA-CPTCS-423-12X1 1174574214 DD73 | 0712020 180858 NewDraft [onrmatel_____ ¥ ) R eerepypp—
|Car Parkins Posk Secondary Lo |INV-1020-FLA-FLA-CRPS-422-18AQ00050-MER3FS... B85 | 04172020 10:30:38 TR e Frseyw—— o |l | T T e pp———
Carl Perkins Tech Canters That. INV-1920-FLA-FLA-CPTCTW-420-23X111745-D9B1... 94E7  04/17/2020 09:37:24 Local Finance Coordinator Approved State Initiative Coordingtor - 2nd Approval Stage Pending Invoice St WS-1020-FLA-FLA-CPTCTW-420-2
e e ol e — e R e
Carl Perkins Tech Genter Second. INV-1920-FLA-FLA-CPTCS-421-21X111745-8ED10..  4B0A  04/18/2020 15:53:22 Local Finance Coordinator Approved State Initiative Coordinstor - 2nd Approval Stage Pending Invoice Su. N 1020-FLA-FLA-CPTCS421-21;
S N T T ST
(Carl Perkins High School Second... | INV-1920-FLA-FLA-CPHSS-421-88/1002050-TEF4ED.... 9003 04/16/2020 12:37:12 Local Finance Coordinator Approved State Initiative Coordingtor - 2nd Approval Stage Pending Invoice Su... |N/A WS-1920-FLA-FLA-CPHSS-421-88
e s s e - me e o
e e e | | e e e e
(Carl Perkins Supplemental - Care... INV-1920-FLA-FLA-CPS-CD-424-23X111745-B6446... 24A6  04/18/2020 11:07:54 Local Finance Coordinator Approved State Initiative Coordingtor - 2nd Approval Stage Pending Invoice Su... |N/A WS-1920-FLA-FLA-CPS-CD-424-20
(Carl Perkins Tech Genter Second...  INV-j -FLA-FLA-CPTCS-423-23X111745-DD8CE... F585  04/16/2020 10:39:44 Local Finance Coordinator Approved State Initiative Coordingtor - 2nd Approval Stage Pending Invoice Su... |N/A WS-1920-FLA-FLA-CPTCS-423-230
e e
e e e e

-100of4e7items &

Bl (el v [m v]un
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CTIMS Helpful Tips

Reviewing/Approving the Invoice

e To review the Invoice Summary, click the link in the Invoice Summary column.

Dashbosrd | FLA Grant Admin Invoios Summary X

FLA Admin Grant Fund Invoices List

Fiscal Calendar Year*| 2018-2020 - Geant Fund Type:*| FLA |

Progrom Iniative: MAT® _s i Orgarizeton Type: K
EM

Organizstion*| Sesrch Orgenizations

Grant ice List | Mansge

o Savechanges | Cncelchanges || () Exportto Exasl | () Refresh

Invaice
Program Initistive Invoice Invaice Submitted On Last Approval Stage Current Approval Stage. Summary. Workshaet
(Carl Perkins Tech Genter Second... |INV-1020-FLAFLA-CPTCS-423-16X111745-74FD2... |73D7 | 08/08/2020 08:55:13 Locsl Finence Gosrsinatar Approved Stata Initistive Coordinator - 2nd Agproval Stage Pending Invice Su... |WA WS-1020FLAFLA-CPTCS423-18.
(Carl Parkins Post-Secondary Lac... |INV-1820-FLA-FLA-CPPS-422-10A000050-44533F5 .. BD63 | 04/17/2020 10:38:38 Locsl Finance Goordinstor Approved State Initistive Coordinstor - 2nd Approval Stage Panding Invoica Su... NIA  WS-1020-FLA-FLA-CPPS-422-18A/
(Carl Parkins Tech Centers That... | INV-1920-FLA-FLA-CFTCTW-420-23X111745-DOB1... 04E7 | D4/17/2020 09:37-24 Locsl Finance Gaordinator Approved State Initistive Coordinator - 2nd Approval Stage Fanding Invoica Su... |NIA | WS-1020-FLA-FLA-CPTCTWW-420-7
(Carl Perkins Tech Center Second... |INV-1020-FLAFLACPTCS-42121X111745-0E010... |4B0A | 04116/2020 16:53:22 Locsl Finence Gosrsinatar Approved State Initistive Coordinator - 2nd Approval Stage Pending Invaies Su.. NIA  WS-1920-FLA-FLA-CPTCS-421-21.

e To approve the invoice after review, click on the Invoice Number in the Invoice column.

Dashbosrd | FLA Grant Admin Invoica Summary X

FLA Admin Grant Fund Invoices List

Fiscsl Calendar Year* 2018-2020 - Grant Fund Type* | FLA |

Frogram iitsive: AT* _s it Grganizstion Type: i =

Man

Organization*| Search Organizations

Grant List | Manage

 Savechangs: | Cancslenenges | () Exportto Exesl | () Refresh

Worksheat

Last Approval St E Gunrent Approvai Stage: Summary

Program Initiative Invoice . Invoice Submitted On

WS-1020 FLA-FLA-CPTCS-423-16:

Stste Inifistive Coordinstor - 2nd Approval Stage Panding Invaies Su. A

Garl Perkins Tech Genter Second... |INV-1020-FLA-FLA-CPTCS-422-16X111745-T4FD2.. 06/0212020 08:55:13 Locsl Finance Cacrdinatar

Carl Perkins Post-Secondary Loc. . | INV-1820-FLA-FLA-CPPS-422-16A000050-44833F5. 0 10:38:38 Locsl Financs Caordintor Approved Stste Inifistive Coordinstor - 2nd Approval Stage Pending Invoice Su.. |NIA | WS-1020-FLA-FLA-CPPS-422-184|
Garl Farkins Tech Genters That... | INV-1820-FLA-FLA-CFTCTW-428-23X1 11745-D981 0411712020 00:37:28 Locsl Finanoe Caordintar Approved State Initistive Coordinator - 2nd Approval Stage Fending Invoica Su.. |N/A | WS-1020-FLA-FLA-CFTCTN-420-2
Garl Perkins Tech Genter Second... |INV-1020-FLAFLA-CPTCS-421-21X111745-0ED10... 4B0A | 04116/2020 16:53:22 Locsl Finance Cosrainter Approved State Initistive Coordinatar - 2nd Approval Stage Pending Inveies Su.. |NA | WS-1920-FLAFLA-CPTOS-421-21

e Onthe FLA Grant Submit Invoice - Step 1 screen, click Next Step.

Dashbosrd  FLA Grant Admin Invoice Summery X | INV-1820-FLA-FLA-CPTCS-423-16X111745-T4FD2EBCT307 X

FLA Grant Submit Invoice - Step 1
Provider Organizstion Detsils .
Fiscal Calendsr Yesr| 2010-2020 v Grent Fund Type:* FLA v
Organizstion Type:#| Tech Center Disticts v Grganization: | Meridian Technology Center v
Orgrizstion District*| Meridian Technology Center - Progrem nitstve:*  Cerl Perkins Tach Center Secondsry Consortum/Cooperstive Locl Applcstion - 423 ¥

Wiorkshest No:* | WS-1020-FLA-FLA-CPTGS-423-18X111745-TGACA4BEBEAD
Agreement No* | W/SAG-1820-FLA-FLA-CFTCS-423-16)111745-8DC 2T TFCCERS
Invoice No:* INV-1920-FLA-FLA-CPTCS-423-18X111745-T4F D2E8CT3DT
Basic Client Information

Project Detsils
(Refresh | M Next Step
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CTIMS Helpful Tips

Helpful Tips
e There are scroll bars located at the bottom and right of some of the screens in CTIMS. If

you cannot see all of the information on a screen, go to the right or bottom of the screen
and use the scroll bar to see navigate over to view additional columns and rows.

e You can flip between screens or tabs in CTIMS. Click on any open tab at the top of your
screen to toggle between them.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

eels/AgreementsiinvoicelFollow-up X | EDI Invoice Process X

EDI Grant Fund Invoices List

,  Grant Fund Type:*

2019-2020 EDI

Tech Center Distri »  Organization.* Enter the first three characters of any word that ts include

[ EDI Invoice Process
Organization District™ Program Indtiative:* —Select—

Grant Worksheet/Agreement/invoice List ~ Manage Grant Invoices
Approval Function Type: * ™

Filter on Status: * Al v | Qsearcn
[ Export to Excel

BAP Agreement Agreement

Proces Agreement Submission Dale Approval Stage Approval Staty

e There are tabs within screens in CTIMS. Look for these tabs to view a different screen or
more information.

e Many sections in CTIMS can be expanded in order to view more detailed information by
clicking on the +(plus) sign or an arrow * next to the section header or line (row).

e Hold down the Ctrl key and click on the + or — keys to zoom in or out.

e Do not use the Print icon % to print documentation. Use the save icon =710
download a pdf, then you can save it to your computer or print the pdf.

e You can only have 10 tabs open at one time. To close tabs, click on the % on the right
side of the tab you wish to close, then confirm that you would like to close by clicking
OK on the confirmation screen.
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